ME SHIELD FINANCIAL SERVICES
Email Follow-Up Template
Client & Scenario Info
Client First Name:
e.g. Maria
  
Service Line:
Life Insurance / Health / P&C / Tax Prep / Immigration
  
Scenario:
After Quote Sent / After Consultation / No Response / Policy Issued / Tax Reminder / Immigration Status
  
Date of Last Contact:

  
Next Step / Deadline:
e.g. Open enrollment ends Dec 15
  
Email Content
Subject Line:
Keep it short and personal
  
Opening / Greeting:
e.g. Hi Maria, I hope you're doing well!
  
  

Main Body:
Key message, what you're following up on, any updates
  
  
  
  
  

Call to Action:
e.g. 'Reply to this email or call me at [number] to get started'
  
  

Closing:
e.g. Warm regards / Con cariño / Avek respè
  
Signature Block
Always end every email with your full signature below:
Miguelson Etienne
Licensed Independent Insurance Agent
ME Shield Financial Services | ME Shield Group LLC
Insurance · Tax Preparation · Paralegal Services
📞 [Your Phone]  |  📧 [Your Email]  |  🌐 [Your Website]
Florida · En Español · Kreyòl Ayisyen
Notes
Any special context for this client:

  
Follow-up scheduled for:

  
Tip: Send follow-up emails within 24–48 hours of last contact for best results.
Miguelson Etienne  |  ME Shield Financial Services  |  Insurance · Tax · Paralegal
